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This schedule applies t&€Central Washington University

Scope ofecordsretention schedule

This records retention scheduteithorizes the destruction/transfer @ghe public recordof the CentralWashingtonUniversityrelatingto the uniquefunctions of
the university The schedulds to be used in conjunctiowith the State GovernmentGeneralRecords Retention ScheduffGGRRSwhich authorizes the
destruction/transfer ofpublicrecords common to all state agencies.

Disposition of public records

Public records coverelly records series within this records retention schedule (regardless of format) must be retained for the minimum reteribdnape
specified in this schede. Washington State Archives strongly recommends the disposition of public records at the end of their minimum reteidtfopére
efficient and effective management of state resources.

Publt records designated @s! NJ @arddndnt Retentiod)must not be destroyed. Records designatediéashival(Appraisal Requireéd)must be appraised
by the Washington State Archives before dispositluiblic records must not be destroyed if they are subject to ongoing or reasonably anticipated liti§ation
publicrecordsrdza i o6S YI ylFI3aISR Ay | O0O2NRIYyOS 4AGK GKS |3Sy0OeqQa LRt A dtheyare subfert

LJIN

to an existing public reeds request in accordance witthapter 42.56 RCWSuch public rerdsY dza i 6S YIFylF 3SR Ay I O02NRIYyOS

procedures for public records requests.

Revocation of previously issued records retention schedules
All previou$y issued records retention schedules to t@entral Washington Universigre revoked The Central Washington Universitpust ensure that the
retention and disposition of public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved byShateRecords Committee in accordance with RCW 405D4on October 52022

- Signature on File Signature orFile Signature on File
For the State Auditor: For the Attorney General: For the Office of Financial Managemen The State Archivist:
Al Rose Suzanne Becker Gwen Stamey Heather Hirotaka
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REVISION HISTORY

Version Date of Approval Extent of Revision
1.0 June 3, 2015 Major revision and @nsolidationof all existingdisposition authorities
1.1 December 2, 2015 | Minor revisions to the Childcare Servicegalth Servicesand Police and Parking Servisestions.
1.2 June29, 2016 Minor revisions to the Financial Aid section.
13 Juneld. 2017 Minor revision_s to theAssessment/Evaluatioijealth Servicesnd Police and Parkin_g Services sectibiscontinue
’ sixrecords series bettecovered by theState Government General Records Retention Schedule
1.4 August7, 200 Minor revisions.
15 February 3, 2021 Minor revisions primarilyto the Police and Parking Servieasl Curriculum Developmesections
15 October 5, 2022 Minor revisions, primarily to the Police and Parking Sengeetion. Added Agency Managementivil Rights

Compliance sectiorof Title IX records.

For assistance and advice in applying this records retention schedule,

please contacthe Central Washington Univers@®@ecords Officer

or Washington State Archives at:

recordsmanagement@so0s.wa.gov
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1. AGENCY MANAGEMENT

This section covers records relating to agency management that are not covered ®atb€sovernment Generdecords Retention Schedule (SGGRRS).

1.1 CIVIL RIGHTS COMPLIANCE

The activity ofollowing federal, state, and/or local statute governithg civil rights of employees and students under TitlalDother activities relatin
to civil rights compliance are covered by the State Government General Records Retention Schedule.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEE@I\I‘I:IIIOOI\II\I:C'\IT?ON DESIGNATION
NUMBER (DAN]
22-10-69665 | Title IXSexual HarassmeritSex DiscriminatiorComplaints Retainfor 7 yearsafter NONARCHIVAL
Rev. 0 Records relating to the grievance process for formal complaints of sexual harassmer| issuance of determination NONESSENTIAL
madeagainst employeesr studentsin accordance with 34 CRBR06.45. and OPR
Includes, but is not limited to: completion of disciplinary
{1 Filed complaints angdrievances; action(if any)
1 Informal resolutions, if any; and
I Police reports; expiration of appeal period
1 Investigative reports; (if any)
1 Audio/audiovisual recording and/or transcript of hearing; then
q Heanpg questlons and notes; Destroy.
I Sanctionsmposed
i Data on others involved;
1 Documentation of supportive measures
1 Remedies provided to complainant;
1 Determinations and appeals
Note: Retention based onyear requirements fatcomplaint record$34 CFR106.45b)(10)).

1. AGENCY
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1.1  CIVIL RIGHTS COMPLIANCE

The activity ofollowing federal, state, and/or local statute governithg civil rights of employees and students under TitlalDother activities relatin

to civil rights compliance are covered by the State Government General Records Retention Schedule.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISIE;I;’I\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
22-10-69666 | Training Materials (Sexual Harassment Complaigt§itle 1X)

Retainfor 7 years after

NONARCHIVAL

Rev.0 | Records documenting materials used to train Title IX Coordinators, investigators, deq training materials last used NON%SPSRENT'AL
makers, and any person who facilitates an informal resolution process in relation to then
grievance process for sexual harassment complaints in accordance with 34BHS. Destroy.
Note: Retentiorbased on #ear requirements for Title IX training materials (34 CFR
8106.45b)(10)).
1. AGENCY
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2.

DEVELOPMENT AND OUTREACH

The function of developing the institution and its outreach to its commuiggcludes records of the CWU Foundation, a privately governegmudit
corporation.

2.1 DONATIONS/GIFTS
The activity of receivingifts and donations.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSO DESIGNATION
15-06-68774 | Donations/Gifts¢ Assets Retainfor 6 years after ARCHIVAL
Rev.0 | Records documentingon-cash donations, gifts, areponsorshipsnade directly to the | disposition of asset (ApFI’ErgSSaI'ERN?I“XEd
University. and .
(for Disaster Recovery.
Includes, but is not limited to: 6 years after fulfillment of OPR
1 Correspondenc&ommunicationsto and from donor; agreement
1 Gifts and donations checklist; then
1 Terms and agreements of the contribution made. Transferto Archives for
Excludes donations made to the CWU Foundation. appraisal and selective
retention.
1506-68775 | Donations/Gifts¢ Monetary Retainfor 6 years after end ARCHIVAL
Rev.0 | Records documenting monetary donations, gifts, and sponsorships made directly to t Of fiscal year (ApFI):_r{;SSallzRN%?IUXEd
UmverSIty' and (for Disaster Recovery
Includes, but is not limited to: 6 years after fulfillment of OPR
1 Correspondenc&ommunications to and from donor; agreement
9 Gifts and donations checklist; then
1 Terms andagreements of the contribution made. Transferto Archives for
Excludes donations made to the CWU Foundation. appraisal and selective
retention.
2. DEVELOPMEMND
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2.2  FUNDRAISING

The activites associated with running campaigns to raise funds for various institution development activities

DISPOSITION
AUTHORITY DESCRIPTION EECORDS DIEIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
1506-68781 | Fundraising Efforts Retainfor 6 years after end NONARCHIVAL
Rev. 0 Recordgelating tofundraising efforts byJniversitydepartments or by clubs and of fiscal year NON%SPSRENT'AL
organizations that have been recognized by Associated Students of Central then
Washington University Board of Directors (ASCB@ID) where the University, club, or | pestroy;
organizationitself is the beneficiary
Includes, but is not limited to:
1 FRundraising activities
1 Advertising
1 Related correspondendeommunications
Excludes
1 Records relating taJniversityfundraising effortdor charity, covered byCharity
FundraisingDANGS 09021)
1 Recordgdocumentingfundraising efforts focharity by ASCWU BGiecognized
clubs and organizations, which are not University records;
1 Records relating to fundraising efforts by clubs and organizations thatcire
recognized by the ASCWU BOD, which are not University records;
1 Records of fundraising effastby the CWU Foundation.
2. DEVELOPMEMND



o

WASHINGTON
Secretary of State

Washington State Archives

Central Washington UniversitiRecords Retention Schedu

Version 1.§October 2022

2.3

STUDENT RECRUITMENT

The activites associated with the institution encouraging prospective students to attenigistitution.

DISPOSITION
AUTHORITY
NUMBER (DAN)]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

15-06-68789
Rev. 0

Recruitment/Visits¢ General
Records documentingontact wth and visits byrospective studentsoutsideof athletic
recruitment.
Includes but is notlimited to:
T Correspondence/communications to/from prospective students;

1 [ltineraries;
T Gopies of high school transcript and test scqret.

Retainfor 2 years after end
of academic year

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

07-04-61423
Rev.l

Recruitment/Visitsg Prospective Student Athletes

Records documentingontact wth and visits by prospective studeathleteswho donot
enroll at the University within 5 yearased to verify and demonstrate compliance with
NCAA recruitment requirements as defined in Article 13 of the Operating Bylaws of tf
NCAA Division Il Manudhcludes both official and unofficial visits.

Includes but is not limited to:

1 Carespondence/conmunications to/from prospective studetathletes;
T CGopies of high school transpts and test scores
1 Proof of duration of visitjncludingflight information,itinerary, copies of
expensesetc.
Excludes recruitment/visit records fprospective student athletewhodo enrollat CWU
within 5 yearswhich arecovered byNCAA Eligibilitg IndividualStudent Athlete (DAN
07-04-61424).

Retainfor 5 years after end
of academic year

then
Destroy.

NONARCHIVAL
ESSENTIAL

(for Disaster Recovery.
OPR

2. DEVELOPMEMND
OUTREACH
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3. HUMAN RESOURCE MANAGEMENT

This section covers records relating to human resource managembate not covered byhe State Government General Records Retention Schedule

DISPOSITION
AUTHORITY
NUMBER (DAN

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

21-02-69623
Rev. 0

Authorizations/Certificationsg Human Resources (Permanent Labor Certification)
Recordselating toindividual applications filed by the agency with the U.S. Departmen
Labor for permanent labor certification under 20 CFR Part 656, which would allow thg
agency to hire a foreign worker to work permanently in the United States.

Includes, but is not limited to:

1 Application for Permanent Employment Certificatisach as ETRorm 9089,
1 Prevailing wage documentation
1 Relevant records of recruitment, e.g., recruitment report, advertisement copie
internal web postings, resumes received from U.S. workers, etc.
Excludes:

T Records relating tommigration petitions (such as USEB8m +140) submitted to
U.S. Citizenship and Immigration Services by the ageagegred by
Authorizations/Certificationg Human Resources (Genef@AN GS3D46);

I Records relating to the verification employment eligibility within the United
States(such as USCIFarm 19), covered byEmployment Eligibilitg U.S.
Citizenship and Immigration Services (USDISN GS3D36)

Note:20 CFR § 656.{frequiresemployers to retaimpplications and supporting
documentation for permanent employmecertification forat least5 years.

Retainfor 5 years afterdate
of filing

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

3. HUMAN RESOURCH
MANAGEMENT
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4. RESEARCH

The function of investigating or inquiring into a subject of interest in order to discover or apply facts and/or prifgslesrch may be funded by a grant,
consultancypr scholarship, or may be an unfunded act of academic scholarship undertakentéhirstitution. Includes activities associated with managing
and administering research

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQEII\I{II-SDI\II\IAACI:\IT?ON DESIGNATION
NUMBER (DAN

15-06-68783 | HumanSubjects Review Council (HSR@dministration and Research Oversight Retainfor 6 years after date ARCHIVAL
Rev.l Recordsdocumenting the review, monitoring, and oversight of human subject researq ©f document (ApggsgllzRNe'lgluXEﬂ
/ Sy (N € 2 aKAY3l2y ! YAOSNEAGEQa LyadA then (for Disaster Recovery
Review Council (HSRC), in accordance4@t@FR 46.115 Transferto Archives for OPR
Includes, but is not limited to: appraisal and selective

1 Federalwide Assurance agreement with the U.S. Department of Health & Hur| rétention.
{ SNBAOSaAaQ hFFAOS 27F 1 dz¥ty wSaSI NOK

1 Written procedures for the HSRC as clésed ind5 CFR 46.103 (b)(4) and
46.103(b)(5)

1 HSRC member lists and credentialing, appointment letters;

1 Applications received, including title, name of investigators, date received, pe
of approval, modifications, etc., maintained in systems sudh@siuman
Subjects Research Protocols Database;

1 Annual HSRC Activities Report (submitted annually to the Provost).

Excludes HSRC meeting records coverg@dmerning/Executiv@olicySettingBody
Record¢DAN GS 10004)

Note:45 CFR 46.115(gquires theetention of general IRB records for at least 3 years.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN DISPOSITION ACTION
1506-68784 | Human Subjects Review Council (HS&Rjncipal Investigator Records (Research Retainfor 6 years after ARCHIVAL
Rev. 0 Corducted) completion/termination of | (Appraisal Required
HSRC records relating to investigator activities in human subject research including | research (for Eiiftgl\ézlﬁllgry
approved regulatory, certified exempt, completed, denied and withdrawn protocols then OPR
Includes, but is not limited to: Transferto Archives for
1 Research protocols, scientiiwaluations, approved sample consent documentg @Ppraisal and selective
f Correspondence/communicatiof®tween the HSRC and retention.
investigators/researchers;
1 Progress reports submitted by the investigator;
T Reports of injuries to subjects;
1 Reports of unanticipated problems involving ssk subjects or others;
1 Reports of continuing review activities;
1 Statements of significant new findings provided to subjects.
Note:45 CFR 46.115(gquiresthe retention of IRB records relating to research conducted
at least 3 years after completiaf the research.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQESII\I{II-SDI\II\IAAC,I\ITI?ON DESIGNATION
NUMBER (DAN

15-06-68785 | Institutional Animal Care and Use Committee (IACJ@)spections, Reports, and Retainfor 6 years after date ARCHIVAL
Rev.1 Evaluations of document (Appraisal Required
Recordgocumentingthe review, monitoring, and oversight of animal research by the | then (for Eiiftgl\ézlﬁllgry
Institutional Animal Care and Use Committee (IACUC), in complianceé @FR .35. Transferto Archives for OPR
Includes, buts not limited to: appraisal and selective
1 IACUC reviews of research proposals and ongoing review activities; retention.

1 Required inspections and reports
9 Scientific evaluations.

Excludes IACUC meeting records, which are cover&@bisgrning/Executiv@&olicySetting
Body RecorddAN G30004)

Note:9 CFR 2.3kequires the retention of general IACUC records for at least 3 years.

15-06-68786 | Institutional Animal Care and Use Committee (IACIdResearch Conducted Retainfor 6 years after ARCHIVAL
Rev. 0 Records which relate to specific research condugteavhichdocument decisions completion/termination of (ApFI)ErgsSallfRN%IgIUXEd
pertaining to committee actions otiat research. research

(for Disaster Recovery.
Includes, but is not limited to: then OPR
Transferto Archives for
appraisal and selective
retention.

1 Correspondence/communicatiotm®tween IACUC and investigators/researcher
1 Progress reports provided to IACUC
1 Significant new findings
Note:9 CFR 2.3fequires the retention of IACUC records that relate directydposed
activities and changes to same for at least 3 years after completion of the research.
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5. STUDENT ADMINISTRATION

The function ofidministration and management of students from application for admissi@ntoliment incourses/programsto completion/discontinuation.
Includes norawardprograms and courses/units/subjects.

5.1 ADMISSIONS

The activites associated with the admission of applicants into capsegrams

I-:)A\ILSJ'IF')SggllTOYN DESCRIPTION OF RECORDS RISUENVION ANID DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
15-06-68798 | Admissions Applications Enrolled Retainfor 6 years after NONARCHIVAL
Rev.l Records documenting the admissions process for all applicants who are accepted ar] 9raduaion/date of last NONESSENTIAL
ultimately enroll at the University. attendance OPR
Includes, but is not limited to: then

1 Matriculated and normatriculated students Destroy.
1 Domestic and international students;
1 Undergraduate, posbaccalaureate, and gduatelevel programs;
1 Other programs, e.g., Summer Session, University English as a Second Lang
Running Start, High School Enrichment, Personal Enrichment, etc.
Includes, but is not limited to:

Application forms and sigap sheets

Copies of higlschoo] college and/or militarytranscripts;

Test scoresubmitted as part of the admissions process

Financial statements and/or sponsor letter (for international students);
Transfer credit evaluations;

Related correspondenéeommunications

=a =4 -4 -4 -8 9
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5.1 ADMISSIONS

The activites associated with the admission of applicants into capsagrams

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIENIICRESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
15-06-68799 | Admissions Applicationg Not Accepted, Not Enited, or Application Incomplete Retainfor 2 years after NONARCHIVAL
Rev.1l Records documenting thadmissions process for all applicants who are denied admisg Peginningof ac_ademlc NON(E)IS:E'ENT'AL
to the University, were accepted but did not enroll, or never completed the applicatiof quarter for which
process. applied date of last
Includes, but is not limited to: submission
1 Matriculated and normatriculated students then
1 Domestic and international students; Destroy.
T Undergraduate, posbaccalaureate, and graduatevel programs;
1 Other programs, e.g., Summer Session, University English as a Second Lang
Running Start, High School Enrichment, Personal Enrichment, etc.
Includes, but is not limited to:
1 Application forms and sigap sheets
1 Copies of higlschool, college, and/or ditiary transcripts;
9 Test scoresubmitted as part of the admissions procgss
1 Transfer credit evaluations
I Financial statements and/or sponsor letter (for international students);
1 Related correspondenésommunicatiors.
5. STUDENT
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5.2 ENROLLMENANDREGISTRATION
Theactivik $8 F 8820AF SR 6AGK aGdzRSYGaQ AYAGALIE FyR O2ydAydAay3d SyNe

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ@T’;S\TA’A‘QT?ON DESIGNATION
NUMBER (DAN)]

15-06-68801 | Class Registration Retainfor 6 years after end | NONARCHIVAL
Rev.0 | Records documenting the process of class registration for individual students. of academic year NON(E)IS:E'ENT'AL
Includes, but is not limited to: then
1 Sudent name and number Destroy.

1 Quarterof enroliment;
1 Course numbers and class sections;
1 Number of credits and grade type (e.g., letter grade, credit/no credit, audit);
1 Total credit hours.
Includes but is not limited to:
1 Add/drop forms;
1 Arranged course permits and independent study and variable credit courses
1 Summer workshop registrations.
Includesthis informationmaintained in systems such Ssfari.

5. STUDENT
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5.2 ENROLLMENANDREGISTRATION
Theactivik $8 F 8820AF SR 6AGK aGdzRSYGaQ AYAGALIE FyR O2ydAydAay3d SyNe
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIETERTHOM AND DESIGNATION

NUMBER (DAN)]

DISPOSITION ACTION

15-06-68804 | Enrollment Reports Retainfor 2 years after end NONARCHIVAL
Rev. 0 Compilations of datgeneratedby or distributed to departmentsnd individual of academic quarter NON(E)IS:E'ENT'AL
instructorsregarding student enrollmentourses, grade distribution, scholaigh then
ethnicity of students, etc. Destroy:.
Includes, but is not limited to:
1 Class enrollment count;
9 Class standing report;
1 Degrees by quarter repart
1 Academic probation list
Includesthis informationmaintained in systems such Ssfari.
15-06-68809 | Major/Minor Applications ¢ Approved Retainfor 6 years after end NONARCHIVAL
Revl |wSO02NR& R20dzySyidAy3 I addRSydoa NBIj dzS g of academigear NONESF;ENT'AL
undergraduateacademic program, where the application is approved. then
Destroy.
15-06-68787 | Major/Minor Applications ¢ Denied orincomplete Retainfor 1 year after NONARCHIVAL
Rev.l Requestsor major/minor standing within amndergraduateacademic programwhere the | uarter of denialdate of last | NONESSENTIAL
application has been denied or the student never completed the application process | Submission OFM
then
Destroy.
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5.2 ENROLLMENANDREGISTRATION
Theactivihk S& F3a20AF0SR 6AGK addzRSyGdaQ AyAGAlf

FYR O2yiAydZAy3I SyNP

DISPOSITION
AUTHORITY
NUMBER (DAN)]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

15-06-68814
Rev. 0

Release oEducationRecords; No Prior Consent Required

Recordslocumentingeach request for access toand each disclosure gfpersonally
identifiable information from the education records of each studemhiere prior consent
is not requiredin accordance witl34 CFR 8§ 99.3ind34 CFR §99.32(dndwhere
disclosure records aneot required to be retained longer than 3 years in accordanith
federal or state statute

Includes, but is not limited to, requests from aredlease of records to:

1 The eligible student;

1 A school official unde34 CFR §99.31(a)(1)

1 Certain parties seeking directory information un®r CFR § 99.37

1 Ajjudicial order or subpoena unddd CFR §99.31(a)(9)(ii))(A), (B) & (C)

Excludes

9 Disclosurdo state and local educational authorities and federal officials and
agencies listed iB4 CR § 99.31(a)(3kovered byRelease of Education Recogds
Prior Consent or Documentation Requirbdi 1506-68790.

1 Requests where prior consent is required, coveredR®jease of Education
Recordg Prior Consent or Documentati®equired DAN 1506-68790).

ReferenceFamily Educational Rights and Privacy Act (FERPA)

Retainfor 6 years after date
of release

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

5. STUDENT
ADMINISTRATION
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5.2 ENROLLMENANDREGISTRATION

Theactivik $8 F 8820AF SR 6AGK aGdzRSYGaQ AYAGALIE FyR O2ydAydAay3d SyNe
DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RIENIICRESND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
15-06-68790 | Release oEducationRecords; Prior Consent oDocumentation Required Retainuntil the education Nggg;ﬁ'ﬂrz\gﬁ'—
Rev.0 | Recordzlocumentingeach request for access tcand each disclosure afpersonally records of thestudent are no (for Disaster Recovery
identifiable information from the education records of eastiidentwhere prior consent longer retained OPR
is requiredin accordance witl34 CFR § 99.38nd/or where disclosure records are then

required to be retained in accordance witd CFR § 99.32
Includes, but is not limited to, requests from and release of records to:

1 Any party with written consent from the parent or eligible student;
9 State and local educational authorities and federal officials and agenciesitiste
34 CFR § 99.31(a)@rsuant to34 CFR § 99.32

ReferenceFamily Educational Rights and Privacy Act (FERPA).

Destroy,.

5. STUDENT
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5.2 ENROLLMENANDREGISTRATION
Theactivik $8 F 8820AF SR 6AGK aGdzRSYGaQ AYAGALIE FyR O2ydAydAay3d SyNe

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ@T’;S\TA’A‘QT?ON DESIGNATION
NUMBER (DAN)]

1506-68791 | Reporting/Filing (Mandatory)c Higher Education Enrollment Retainfor 6 years after end ARCHIVAL
Rev. 0 Records relating to higher education enrollméimat are required to be filed with, or of fiscal year (Appraisal Require}i
submitted to, an outside agendyy federal, state or local law, where not covered by a then NON%SPSRENT'AL
more specific records series. Includes reports, confirmation of submission, Transferto Archives for
correpondencécommunications inquiries, etc. appraisal and selective
Includes, but is not limited to: retention.

1 Enrolimentand performance data submitted to the Public Centralized Higher
Education Enroliment System (PCHEES);

1 Reports submitted annually to the Department of Education through the
Integrated PosSecondary Educational Data Syst@gREDS);

1 Enroliment Reports subntéd to the National Student Clearinghouse;

1 Reports submitted to the Professional Educator Standards Board (PESB).

Excludes records that are required to be submitted as part of an accreditation process, w
are covered byAccreditation Documentatiof©AN15-06-68759.

5. STUDENT
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5.2 ENROLLMENANDREGISTRATION
Theactivik $8 F 8820AF SR 6AGK aGdzRSYGaQ AYAGALIE FyR O2ydAydAay3d SyNe
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIETERTHOM AND DESIGNATION

NUMBER (DAN)]

DISPOSITION ACTION

75-03-09560 | Residency Reclassification

Rev.2 wSO2NRA R2O0dzYSyidAy3a AYRAGARIzZ £ & dzRskagel
or out-of-state) for tuitionand/or needbased state aighurposes
Includes, but is not limited to:

1 Reclassification application;

T ' TFARF QOAG OSNIAFeAy3d addRRSydQa ail
Form HB 1079);

1 Residency questionnaise

1 Supporting documentation;

1 Appeal and notification correspondence/communications.

Retainfor 6 years after
graduatioridate of last
attendance

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

15-06-68795 | Student Requests for Nondissure of Directory Information

Rev. 0 Recordgocumentingstudent requests to withhold their directory information from
disclosure, in accordance wii#t CFR § 99.37

ReferenceFamily Educational Rights and Privacy Act (FERPA).

Retainuntil the education
records of the student are nq
longer retained

or

until request is terminated by
student

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

5. STUDENT
ADMINISTRATION

Page?1 of 66
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5.2 ENROLLMENANDREGISTRATION

Theactivihk S& F3a20AF0SR 6AGK addzRSyGdaQ AyAGAlf

FYR O2yiAydZAy3I SyNP

I,DAIS'IF')I?S:;{FIITOYN DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
74-02-03379 | Withdrawal from the University Retainfor 6 years after NONARCHIVAL
Rev.2 RecordR2 OdzY Sy G Ay3 AYRADARdDZ f adGdzRSydaQ ¢ 9radudion/date of last NONESSENTIAL
withdrawals due to iliness, hardship, military exigency, or other extenuating attendance OPR
circumstances. then
Includes, but is not limited to: Destroy.
 Official withdrawal form;
9 Petition for hardship withdrawal;
1 Related correspondence/communications.
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5.3 GRADUATION
The activites associated with the conferral of an academic degree in accordanc&@ith 28B.35.203ncludes the award of honorary degree
persons external to the institution.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEBEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
15-06-68782 | Honorary Degrees Retainfor 6 years after ARCHIVAL
Rev.1 wSO02NRa R20dzySyliAay3a GKS O2yFTSNNI f o8& ( degreeisawarded (Appraisal Require}i
doctoratelevel degrees, in accordanegth RCW 28B.35.205(2) and/or (&WUP 20- then NON%SPSRENT'AL

060, andCWUR 360-020.
Includes, but is not limited to:
1 Degreesawarded topersons in recognition of their learning or devotion to
educaton, literature, art, or science;
1 Degrees awarded tpersons who were students at the university in 1942 and d
not graduate because they were ordered into an internment camp.

Excludes Board of Trustees minutes, agendas, and meeting files covered by
Governing/Executiv@lolicySettingBodyRecord¢DAN GS 10004

Transferto Archives for
appraisal and selective
retention.

15-06-68812

Petitions for Exception

Retainfor 6 years after

NONARCHIVAL
NONESSENTIAL

Rev.1 Requests from students to waive or substitute a graduatipdegreerequirement. degree is awarde/diate of oo
Includes, but is not limited to: last attendance
1 General Education Petition then
1 Petitionfor processing late graduation application Destroy.
5. STUDENT


http://apps.leg.wa.gov/rcw/default.aspx?cite=28B.35.205
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5.3 GRADUATION

The activites associated with the conferral of an academic degree in accordanc&@ith 28B.35.203ncludes the award of honorary degree
persons external to the institution.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIENIICRESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
81-05-27802 | Verification of Graduation Requirements Retainfor 6 years after NONARCHIVAL
Rev.2 Recordselating to the submission and reviewiofiividual student applications for degree is awardediate of NON(E)IS:;ENT'AL
graduation, to verify that the student has fulfilled Blhiversity, general education, last attendance
master,major, minor and/or certification requirements. then
Includes, but is not limited to: Destroy.

Undergraduate degree applications;
Graduate degree applications;
Teaching certificate applications;

Final degree audit report;

Related correspondenéeommunications

=a =4 -8 -8 9

5. STUDENT
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54  MISCONDUCT

The activites associated with the managementaifegedmisconduct involving a breach by a student of academitior behavioraktandardswhich

may involve plagiarism, falsifying results, cheating,, @ed may include the imposition of a penalty

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEB?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
15-06-68803 | Disciplinary Investigations for Exonerated Students Retainuntil compleion of NONARCHIVAL
Rev. 0 Records documenting thievestigation into possible violation of Student Judicial Code | €Xoneration NON%SPSRENT'AL
(chapter 106120 WAGCfor students whavere subsequently exonerated. then
Includes, but is not limited to: Destroy.
1 Casamaterials
91 Notice of exoneration.
15-06-68816 | StudentDisciplinaryCasegSanctions Imposed Retainfor 6 years after NONARCHIVAL
Rev.0 | Records relating tathe investigatiors and disciplinary actions taken pursuant to the completion ofdisciplinary f rE_SStE'\;T|ALr
Student Judicial CodeHapter 106120 WAG: action (fo R e
and
expiration of appeal period, i
any
then
Destroy.
5. STUDENT
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5.5 TRANSCRIPTS

The activitesassociated with the management of the official academic records of the grades achieved by a student in a course/program

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEB?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN)
15-06-68818 | Transcript Requests Retainfor 1 year after date NONARCHIVAL
Rev. 0 Records documenting student requests fanscripts or verification of enrollment. submitted NON(E)IS:E'ENT'AL
then
Destroy.
15-06-68819 | Transcripts (Permanent Student Records) Retainfor life of agency ARCHIVAL
Rev.0 | Records documenting thefficial academigerformanceof individualstudenss at the then (Pergasnggﬁfﬁgoc)
University Transferto Student (for Disaster Recovery
Includes, but is not limited to: Achievement Council for OPR
 Coursestaken permanent retention
1 Finalgrades and honors received (including any grade changes)
i1 Transfer and total credits
1 Major and minor degrees received
9 Official name changes
Includesthis informationmaintained in systems such 8sfari.
Note: In the evendf the Universit ceasing to exist, the permanent student records areesto b
transferred to Student Achievement Council in accordaitteRCW 28B.85.130
5. STUDENT
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6. STUDENT AND CAMPUS SERVICES

The function oproviding services to students by either the institution or another entity which has an agreement/contract wittstitetion. Some services
may also be available to stafaculty, and the general public

6.1 ADVISING

The activiy of providingguidanceto studentsand other clientdo ensure academic progreggomote career planningnd/or ensurecompliance wit

requirements

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

15-06-68796 | Academicand Career Advising Current Students

Retainfor 6 years after

NONARCHIVAL

Rev.l Records documenting advice and otfservices provided to students to assist them in tf 9raduatioridate of last NONESSENTIAL
procesesof identifying a major or graduate programonitoring progress toward attendance OFM
graduation,or to assist them ircareer planning. then
Includes, but is not limited to: Destroy.

1 Intake information, e.g., dates that services were provided;

9 Advisor notes

1 Elective approval forms;

1 Assessments and other toadsiministered to identify a individuala ( dzR S y (i
interests and areas of expertise, e.the Strong Interest Inventory

1 Related correspondenf@mmunications
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6.1 ADVISING

The activiy of providingguidanceto studentsand other clientdo ensure academic progreggomote career planningnd/or ensurecompliance wit

requirements

DISPOSITION
AUTHORITY
NUMBER (DAN]}

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

15-06-68761 | Career

Advising, Alumni and General Public

Retainfor 2 years aftermost

NONARCHIVAL

Rev. 0 Records documenting advice and other services providedltomi or other members of | fecent contact NON(E)IS:;ENT'AL

the publicto assist hem in career planning. then
Includes, but is not limited to: Destroy.

1 Intake information, e.g., dates that services were provided,;

1 Advisor notes;

1 raaSaavySyida yR 20KSN) G22fta | RYAYA

areas of expertise, e.g., the Strong Interest Inventory;
1 Related correspondenéeommunications
6. STUDENT AND
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6.1 ADVISING
The activiy of providingguidanceto studentsand other clientdo ensure academic progreggomote career planningnd/or ensurecompliance wit
requirements
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
75-07-12001 | Immigration/Visa Advisingg Foreign Students Retainfor 6 years after NONARCHIVAL
Rev.3 Records relating to the immigration/visa statusimdividual foreign studers, retained for | 9raduatioridate of last o E;EE“;I!Q;
advising purposes and/or to documesampliance with U.S. Citizenship and Igration | attendance OPR Y
Services requirements. then
Includes, butisnot limited to: Destroy.
1 Intake information, e.g., dates that services were provided,;
1 U.S. Citizenship and Immigration Services (USCIS) documentation, e.g., Cert
for Eligibility for Exchanggtudent Status (IAP 66) and Certificate of Eligibility fg
Nonimmigrant FL Student Status{20);
1 U.S. Customs and Border Patrol (USCBP) forms, e.g., Arrival/Departure Recg
94);
1 U.S. Department of State documentation, e.g., Certificate of Eligitaitity
Exchange Visitor-) Status (DQ019), etc.;
1 Student and Exchange Visitor Information Syst8BE\(ISreports;
1 Identification Documentatione.g., passport pages with biographical informatio
and expiration date;
1 Correspondencafommunicationsvith sudent andother schools
1 Copies ofihancialstatementsand/or sponsor letter;
1 Copies ofttansferrelease @dcuments
1 Copies of employmentatuments
1 Copies of admission aterials
6. STUDENT AND
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6.1 ADVISING

The activiy of providingguidanceto studentsand other clientdo ensure academic progreggomote career planningnd/or ensurecompliance wit

requirements

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISIE;I;’I\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
15-06-68820 | Veteran Student Files Retainfor 6 years after NONARCHIVAL

Rev.l

Records relating to Veteramsd/or their dependents receiving educational benefits | 9raduatioridate of last
Includes, but is not limited to:

=4 =4 =48 -8 _8_98_4a_-48_-4_-9_-29_-49_-9

Veteran Tuition Waiver Forms
Grade Reports

Acadenmic progress reports
Change of course forms
Transfer credit evaluations
Degree audit records
Satements of understanding;
Sudent account summaries
DD214

Transfer guide course equivalencjes
Enrollment certifications;
Certificates of Eligibility faB! Bill;

Correspondence/communicatiomegarding VA emliment.

attendance
then
Destroy.

NONESSENTIAL
OPR

6. STUDENT AND
CAMPUS SERVICES

Page30 of 66
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6.2 ATHLETICS
Theactivik 88 F 882 O0AF SR 6AGK (K Sathiticyprogrdw Sy i 2F (GKS AyadAaddziazyQa
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIETERTHOM AND DESIGNATION

NUMBER (DAN)]

DISPOSITION ACTION

07-04-61434 | Athlete Medical History Retainfor 7 years after no NONARCHIVAL
Rev.1 Records documenting thmedicalandtreatment history for eactstudentathlete. longer eligible NON%SPSRENT'AL
Includes, but is not limited to: then
1 Medical/Treatment documentation and/or reports Destroy.
1 Physicaform;
1 Injury/ilinessreport forms
1 Progress notes
I Rehabilitation logs
T Waivers
1 CWU letter informing student athletes of physical and insurance policy
requirements
T Consent forms for medical procedures and acknowledgment of potential injur
07-04-61425 | Athlete Medical Insurance Claims Retainfor 6 years after claim| NONARCHIVAL
Rev.1 Records documentinglaimsfor reimbursemeniof medical billfor student athletes. closed NON'(EDSF;ENT'AL
Includes, but is not limited to: then
f Claims through thé&lational Association of Qegiate Directors of Athletics Destroy.
(NACDA) excess insurance programs
1 Claims through the NCAA Catastrophic Insurance Program;
1 Maedical bills;
1 Medical expense logs;
1 HIPAA documentation.
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6.2 ATHLETICS

Theactivihk S& 1 aad20AFGSR 6AGK (K Sathéticy/progrdqwy Sy G 2 F

(KS AyadAridzirzyQs

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIENIICRESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
07-04-61432 | Athlete Recognition Retainfor 6 years after end NONARCHIVAL
Rev.1 Provides a record of athletes whose performance is worthy of note or whe temeived | Of season NON(E)IS:E'ENT'AL
special recognition. then
Includes but is not limited to: Destroy.
9 List of recipients lettering in sports;
1 Awards;
1 Media coverage;
1 RelatedcorrespondenciEommunications
07-04-61419 | Great Northwest Athletic Conference (GNAC) Retainfor 10 years after end ARCHIVAL
Rev.1 wSO02NR4& R2 0Odzy Sy lrdlafichship With GNIACA SSNE A (& Q& of calendar year (AN"S;‘;EZ', ggmm
Includes, but is not limited to: then OPR
1 Reports Transferto Archives for
f Copies of meeting minutes; appraisaind selective
1 Related orrespondencécommunications retention.
6. STUDENT AND
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6.2 ATHLETICS
Theactivihk S& | 3a20AFGSR 6AGK (KSathéticyprogr&y Sy 2F (GKS AyadAiddziazyQa
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
07-04-61418 | National Collegiate Athletic Association (NCAA) Retainfor 10 years after end ARCHIVAL
Rev.1 wS02NRa R2 Odzy Sy lrdlafichship Wit thelyCAAI S NE A (& Q& of calendaryear ‘ANF’gf:;;i géclilum
Includes, but is not limited to: then OPR
1 NCAA selstudies: Transferto Archives for
1 NCAA legislation: appraisaknd selective
1 Compliance certification for staff members; retention.
T Reports;
1 Copies of meeting minutes;
1 Relatedcorrespondencécommunications
6. STUDENT AND
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6.2 ATHLETICS
Theactivihk S& 1 aad20AFGSR 6AGK (K Sathéticy/progrdqwy Sy G 2 F

(KS AyadAridzirzyQs

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\IJI(SDI\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN)
07-04-61424 | NCAA Eligibilig ¢ Individual Student Athletes Retainfor 10 years after end| NONARCHIVAL
Rev.l Records documenting an individual student athlete's compliance with NCAA eligibility Of eligibility ESSENTIAL
requirements forparticipation on a sports team then (for D'sag;rsecovery
Includes, but is not limited to: Destroy.
1 Letters of intent;
1 Signed NCAA student athlete statement;
1 NCAA Drug testing notification forms, including signed NCAA Drug Testing
Consent form;
1 NCAA verification of drug test clearance;
1 Record of yearly attendance at NCAA rules review and drug meeting;
1 Student eligibility reports, including grades, seasons of eligibility completed, &
seasons of eligibility remaining;
1 Copies of admissions records and transcripts;
1 Records documenting financial aid received by the student athlete;
71 Related correspondenéeommunicationsincluding requests for permission to
contact a student athlete for the purpose of transferring between NCAA sport
programs under the onéime transfer exception.
Note: The NCAA requires a minimurgegar retention orthe NCAA StudertAthlete statement
anddrug-testing consent form.
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6.2 ATHLETICS
Theactivihk S& | 3a20AFGSR 6AGK (KSathéticyprogr&y Sy 2F (GKS AyadAiddziazyQa
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIENIICRESND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
07-04-61417 | NCAA Eligibilitg SportsTeans Retainfor 10 years after end ARCHIVAL
Rev.2 Records documenting CWU sportsi S | dof@gliance witiNCAA eligibility of academicyear (Appraisal Required
. ESSENTIAL
requirements. then .
(for Disaster Recovery
Includes but is not limited to: Transferto Archives for OPR
1 Participation rosters, including squad lists, travel rosters and NCAA champior] @Ppraisal and selective
and tournamentrosters; retention.
1 Records documentingligibility certificaton for the team as a wholéncluding
listings of cumulative grade point average and credits by quarter for student
athletes.
ExcludeNBE O2 NR& R20dzyYSydAy3a (GKS I OQUAOBAGASSE
Committee,covered byGoverning/Executiv®lolicySettingBody RecorddDAN GS 10004)
6. STUDENT AND
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6.3 CHILDCARE SERVICES

The activites associated with the provision of childcare services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE;IEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
15-06-68768 | Child and Adult Care Food Program (CACFP) Reimbursement Retainfor 6 years after end NONARCHIVAL
Rev.0 | Records documenting thgarly Childhood Learnit@enter ECLIX Y R wl A y o 2 g| of fiscal year NON%SPSRENT'AL
eligibility for reimbursement for meals and snacks through the Child and Adult Care f  then
Progran (CACFP) Destroy.
Includes, but is not limited to:
1 Reimbursement claims to the Office of tBaperintendent of Public Instruction
(OSPI);
91 Approval letter and application documents to participate;
1 CompletedCACFEBnroliment and eligibility forms for all children receiving
meals/snacks;
1 Daily attendance records;
1 Meal counts;
9 Daily menus.
6. STUDENT AND
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6.3 CHILDCARE SERVICES
The activites associated with the provision of childcare services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION

NUMBER (DAN)]

DISPOSITION ACTION

1506-68776 | ECLC/Rainbow Centenindividual ChildDocumentation Retainfor 5years afterdate NONARCHIVAL
Rev.l Recordsetained in accordance with’AC 17€295-7010documentingindividual childre® { Of last attendance o E;?Eg!@;
enrollment and participation ithe Early Childhood Learning CentBICLC) or the Rainbo| then OPR Y
Center. Destroy.
Includes, but is not limited to:
T Completed enroliment applications;
1 Completed parental consent fornge.g.,medication/treatment authorization,
photo release, field trip permission, etgc.)
1 Family a emergency contadhformation;
T wSO2NRa R2O0dzySyidAy3a GKS OKAfRQa KS
1 Recordsdocumentingany illness or injury that occurs during child care hours a
the treatment provided
Note:WAC 17€95-7010containsa detailed list of documenthat are requiredo be retained
Ay GKS AYRAGARdIZ f OKAfRQA FTAf SO
Note:WAC 17€295-7031requires a minimum retention of 5 years.
6. STUDENT AND
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6.4 CULTURAL COLLECTIONS MANAGEMENT
The activiy of managing collections of arhuseum specimens/artifactsd other objects which are owned by the institution or on loan to the instit
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
15-06-68758 | Accession an€ontrol¢ Cultural Collections Retainfor 6 years after NONARCHIVAL
Rev.0 | Records documenting thewnership and custody shuseum/gallery items andollections| item/collection is no longer o Eiiig'\ézlsby
owned by the agency owned by agency OPR
Includes, but is ndimited to: then
1 Acquisition (e.g., through donation, purchase, transfer, etc.); Destroy.
1 Transfers of physical custody (e.g., item/collection [dm€WUto another
institution);
1 Intellectual rights possessed and given (e.g., reproduction rights, publication/{
rights, etc.);
9 Disposition/deaccession (e.g., sale, donatista,)
Excludes records documenting the loan of items and collectmiti®e museum/gallenpy
other entities covered byContracts and Agreement®BAN GS 01050)
15-06-68777 | Exhibit Files Retainfor 6 years after ARCHIVAL
Rev. 0 Recordslocumenting the production angromotion of a museum exhibit. exhibit ends (Al\ﬁ’gr,a\iéas'zeé;'ﬁ%
Includes, but is not limited to: then OFM
9 Scripts: Transferto Archives for
1 Exhibit panels: appraisal and selective
1 Flyers: ’ retention.
1 Images;
1 Promotional materials.
6. STUDENT AND
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6.5 DISABILITY SERVICES
The activiy of providing studentswith disabilities an equal opportunity to fully participate in and benefim all aspects of the employment g
education environment
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE;IEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
15-06-68773 | Disability Serviceg Accommodations Retainfor 6 yearsafter NONARCHIVAL
Rev.1 Records documenting services requested and/or provided to individual studéthts graduaion/date of last NON%SPSRENT'AL
disabilities in compliance witBection 504 of the Rehabilitation Act of 1978 Americans| attendance
with Disabilities Act (ADA) of 1980d theADA Amendments Act of 2008 then
Includes, bt is not limited to: Destroy.
T Requests for services and accompanying documentation;
1 Agency response, including accommodations identified and provided.
6. STUDENT AND
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6.6 FINANCIAL AID
The activiy of providing financial aid to students
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
15-06-68778 | Hnancial Aid Reportg, Internal Retainfor 6 years afteend NONARCHIVAL
Rev.0 | Aggregate/summary records documenting disbursements and financial aid status, wh Of award year NON(E)IS:E'ENT'AL
not covered by a more specific record series. then
Includes, but is not limited to: Destroy.
T Summary disbursement reports (daily, weekhgnthly, etc.);
1 Cancellation journals.
Excludes:
1 Required reporting covered bgstitutional Eligibilityg Financial AigDAN78-05-
20770;
9 Aid packaging reports covered Byudent Aid Eligibility Determination/Tracking
(DAN78-05-20784.
78-05-20770 | Institutional Eligibility ¢ Financial Aid Retainfor 6 years after end NONARCHIVAL
Rev.2 wSO2NRa R20dzySyidAay3a GKS ! yA @S NE pibgrams, ¢ of aidyear f E_SStENRT'AL
including federal, campudsased programs. then (for 'Sacs)g,vl seovery
Includes, but is not limited to: Destroy.
9 Fiscal Operations Report and Application to Participate (FISAP);
1 Required reporting, e.g., reports submittéalthe Department of Education as
part of the Quality Assurance process, etc.
6. STUDENT AND
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6.6 FINANCIAL AID
The activiy of providing financial aid to students
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
15-06-68815 | Scholarship Prograrilistory Retainfor 6 years after ARCHIVAL
Rev.0 Records documenting the creation and administration of scholarship programs at CW termination ofscholarship (Apgg;al'ERN?I‘JI“XEd
Includes, but is not limited to: prt(;gram (for Disaster Recovery
f Documentation of the establishment of the funmh¢ludingadministrative en _ OPR
requirements for the scholarshjpopies of wills, etc;) Transferto Archives for
f  Annuallists of recipients appraisal ancselective
Excludes: retention.
T Records documenting eligibility determination for scholarshipsered by
Student Aid Eligibility Determination/Tracking (DA85-20784)
78-05-20784 | Student AidEligibility Determination/Tracking Retainfor 6 yearsafter end NONARCHIVAL
Rev.3 Records documenting individual student requests for financial assistance, determina{ ©f award year in which f E_SStEI\éTIAL
of student eligibility for aidand verification otheir compliance with continuing eligibility _stU(.jen-t last attended the (for ISaéT:I)'ReCOVery
requirements (e.g., satisfactory progress, etc.) Institution
Includes, buis not limited to: then
9 Loans (including shbterm loans), work study, grants, scholarships, institutiond D€Stroy.
waivers, etc.;
1 Applications for aid, e.g., Free Application for Federal Student Aid (FAFSA), (
Scholarship Application (GSA), and other applicatio the University and its
departments for scholarships and other forms of financial assistance;
1 Award letters/summaries and packaging reports;
1 Required documentation to verify ongoing eligibility, e.g., to verify financial
information reported on the FASA as part of the Quality Assurance process.
6. STUDENT AND
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6.6 FINANCIAL AID
The activiy of providing financial aid to students
I,DAIS'IF')I?S:?IIITOYN DESCRIPTION OF RECORDS RISUENUION N DESIGNATION
NUMBER (DAN| DISPOSITION ACTION
1506-68792 | Student Aid Disbursemerg CWUAdministered Gift Aid and Work Study Retainfor 6 years after NONARCHIVAL
Rev.0 | Records documenting disbursement of individual Gedchinistered gift aidincluding conditions of award satisfied =~ ESSENTIAL
grants, scholarships, tuition awards, institutional waivers, etc., as well as aid awarde¢ then (for D'sag;rsecovery
the form of work study. Destroy.
15-06-68793 | Student Aid Disbursemerg Grants, Scholarships, Gift Aid, and Loans Administered by Retainfor 6 years akrend NONARCHIVAL
Rev.1 Other Agencies/Entities of award year in which ESSENTIAL
Records documenting disbursementiodlividualloan funds or gift aid where CWU student last attended the (for Disaét;rgecovery
disburses the funds, but it the administrator or lender. Institution
Includes, but is not limited to: then
1 Direct Subsidized (Stafford) Loans; Destroy.
9 Direct Unsubsidized (Staffordpans;
1 Direct PLUS Loans;
1 Private EducationrdAlternative Loans;
9 Scholarships and grants from individuals/entities that are separate Cuw.
15-06-68794 | Student Aid Disbursemerg Loans Administered by CWU Retainfor 6 years aftefoan NONARCHIVAL
Rev.0 | Records documenting disbursement of individual loan funds where CWU acts as bot| "epayment reconciliation, or | ESSENTIAL
administrator/lenderand disburser of the loan. assignment to the Board of | (" R
Includes, but is not limited to: Education
1 Perkins bans; then
f Shortterm loans. Destroy.
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6.7 HEALTHESERVICES
The activites associated with the provision of medical/health servisls® includes the operation of clinigkere students, in the course of their stud
provide services under the supervision of teaching staff and practicing professionals.
I,DL\ILSJ'IF')SS:R-’FII'I'OYN DESCRIPTION OF RECORDS RISUENUION N DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
75-07-12613 | ClientHistory¢ Community Counseling and Psychological Assessment Center Retainfor 8 years after date | NONARCHIVAL
Rev.l Records documenting thessignment, evaluation, and progress of individuals receiving of last visit o EiifteErl\li;r(‘!c')A\\/le_ry
assessment and/or counseling from the Community Counseling and Psychological and OPR
Assessment Cent¢CCPAC) 3 years after client reaches
Includes, but is not limited to: age 18
1 Write-ups of counselingessions; then
1 Psychological evaluations of clients Destroy:
75-07-11908 | Client Historyg Student Medical and Counseling Clinic Retain10years from dateof NONARCHIVAL
Rev5 Recordglocumentingthe medical and/or counselingistory of individualswho have last treatment ESSENTIAL
received serviceat the Student Medical and Counseli@jinic(SMaCC) and (for D'sagi;g seovery
Includes, but is not limited to: 3 yeas after client reaches
f Visit summaies; age 18
1 Xrays then
1 Lab Records Destroy.
1 Immunizations
Note:Retention based on 3ear retention provision iEMaCQ l&ealthnetwork contracts
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6.7 HEALTKSERVICES

The activites associated with the provision of medical/health servisls® includes the operation of clinigkere students, in the course of their stud

provide services under the supervision of teaching staff and practicing professionals.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISIEBI;’I\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN)]

15-12-68845 | Medical Historyg Non-Student/Non-Patient Retainuntil no longer NONARCHIVAL

Rev.0 | Healthrelated records received by the Student Medical and Counseling Clinic (SMag nheeded for agency business NON(E)IS:;ENT'AL
regarding individuals who do not subsequently become either students of the tditve | then
or clients of the clinic. Dedroy.
Includes, but is not limited to:
T Authorizations for release of medical records, copies of immunization records|
etc., that are submitted to the University by dmants who ultimately do not
attend the University;
9 Authorizations for release of medical records, copies of immunization records|
etc., submitted to the University by CWU faculty, staff, and/or members of the
general public who do not subsequently reeeservices from the SMaCC,;
1 Copies of emergency room reports provided to the Clinic by other healthcare
providersin relation to individualsvho are not CWU students or SMaCC clients
1 Relatedcorrespondencetommunications.
Note:If the individual subsequently become€&U Student atlient at the clinic, these
records are retained accordingly undgient History, Student Medical and Counseling
Clinic DAN 7507-11908.
6. STUDENT AND
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6.8 HOUSING SERVICES

The activites associated with the provision of places of residence for students where the residence is managed by the.institution

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEQZII\IJI(;)I\II\IAACE\IT?ON DESIGNATION
NUMBER (DAN]
75-07-12748 | Occupancy Reports Retainfor 2 years after end NONARCHIVAL
Rev.l Records documenting the number of beds and rooms that are occupied in each resiq Of academic quarter NON(E)IS:E'ENT'AL
hall at a particular point in time. then
Destroy.
6. STUDENT AND
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6.9 POLICE AND PARKING SERVICES
The activiles associated with KS LINRP @A aA 2y 2F f1 g SyF2NOSYSyid FyR aSOdaNRGe i
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
15-06-68760 | Annual Crime Report Documentation Retainfor 7 years after end NONARCHIVAL
Rev.0 |wSO2NRa R20dzySyidAy3a GKS I 38 ytdaan wscgaoor of calendar year NON%SPSRENT'AL
the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistic§ then
(also known as the Clery Act). Destroy:.
Includes, but is not limited to:
1 Required reports, e.g., Annual Security Report (ASR) and fire report;
1 Public crime log;
1 Documentation of timely warnings and emergemotifications.
09-06-62043 | Parking Permits Retainfor 6 years after end | NONARCHIVAL
Rev.2 Records documentingll parkingpermits purchased by studentiaculty, staffand others | ©of fiscal year NONESSENTIAL
: . OPR
who park in campus lot$ncludes both new permits and replacements requested due § then
loss, theft, or destruction. Destroy:.
Includes, but is not limited to:
1 New permit number
1 Previous permit number (if any);
1 Reason for replacemerif any)
1 Informationregarding the vehiel to which permit is registered
6. STUDENT AND
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6.9 POLICE AND PARKING SERVICES

The activiles associated with KS LINRP @A aA 2y 2F f1 g SyF2NOSYSyid FyR aSOdaNRGe i
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
09-06-62045 | ParkingViolations Retainfor 6 years after NONARCHIVAL
Rev.2 Records documenting the assessment, payment, escalajpeal,or cancellation of matter resolved (or Eliig'\ézlﬁ‘/;
fines levied for parking offenses. then OPR Y
Includes, but is not limited to: Destroy.
1 Parking permit information;
1 Vehicle registration information;
1 Customer information.
6. STUDENT AND
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7. TEACHING AND LEARNING

The function otonveying knowledge to facilitate learning including curriculum planning and development, delivery, assessment, matetiaies end

evaluation.

7.1 ACCREDITATION

The activiy ofcourses/programs receiving accreditation by external organizations

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\IT-II—IOONN:CNT[I)ON DESIGNATION
NUMBER (DAN
15-06-68759 | Accreditation Documentation Retainfor 6 years after end ARCHIVAL
Rev.0 | Statistical, descriptive and evaluative materials necessary for a program, college or ¢ of accreditation (ADEgSSaI'ERN?“XEd)
to achieve and maintain accreditation with the professional association which setsth  or (for Disaster Recovery)
standards for that particular disciplirfe.g., Professional Educator Stard@Board (PESH yntj| superseded by new OPR
and National Council for Accreditation of Teacher Education (NCATE)) accreditation
then
Transferto Archives for
appraisal and selective
retention.
7. TEACHING AND
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7.2  ASSESSMENT/EVALUATION
The activites associated with processing and forming judgments about the quality and extent of student learning.
I,DAIS'IF')I?S:?IIITOYN DESCRIPTION OF RECORDS Dlggggl\gl(?l\ll\lAACll\lT?ON DESIGNATION
NUMBER (DAN]
15-06-68797 | Academic Appeals/Grievances Retainfor 6 years after NONARCHIVAL
Rev.l Records documenting & G dzZRSy i Qa F LIISHE 2F | 3 NJ RJ 9raduationdate of last NONESSENTIAL
within the department, school or college. attendance OPR
then
Destroy.
1506-68757 | Academic Forgiveness Retainfor 6 years after NONARCHIVAL
Revi |wSO02NRa R20dzySyidAy3a AYRAQGARIZ t & dzRSy (| 9raduatiordate of last NONESSENTIAL
academic performance in calculating grade paintrage. attendance OPR
then
Destroy.
15-06-68802 | CourseworkGrades/Scores/Comments Retainfor 2 years after NONARCHIVAL
Revi |wSO2NRAa YIAYGFIAYSR 08 AyaldNHzOG2 NI R2 Odz| assignment of final grade NONgSFfAENT'AL
course, including scores, grades, and or comments in regagams, papers, projects, then
and/or class participationProvides the basi®r the final gadethat is assigned. Destroy.
Excludes student scores for tests, exams, and other assessments that are admiriste
determine level of subject proficiency and/tur authorize students focourse credit or
possibleexemption from taking @ourse, which are covered Bxamination Scoreas
Proficiency/Placement or Credit by Ex@pAN15-06-68805.
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7.2 ASSESSMENT/EVALUATION
The activites associated with processing and forming judgments about the quality and extent of student learning.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
15-06-68805 | Examination Scores Proficiency/Placement or Credit by Exam Retainfor 6 years after NONARCHIVAL
Rev.l Records documentinstudent scoresn qualifying examadministeredto determine level | 9raduatioridate of last NON%SPSRENT'AL
of subject proficiency, and/do authorize students focourse credit opossible attendance
exemption from taking a course. then
Includes, but is not limited to: Destroy.
1 College Entrance Examination Board Advanced Placement Test (AP);
1 CollegeLevel Examination Progra(CLEP);
1 Compass Placement Testing (CPT);
1 Mathematics Placement Tests (MPT).
Excludes student scores for tests, exams, and other assessments that are administe
part of a course, which are covered Gpursework Grades/Scores/CommegtAN15-06-
68802.
Pages0 of 66
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7.2  ASSESSMENT/EVALUATION
The activites associated with processing and forming judgments about the quality and extent of student learning.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION

NUMBER (DAN)]

DISPOSITION ACTION

15-06-68806 | Examinatiorsand Answer Sheets Proficiency/Placement or Credit by Exam Retainfor 1 year after end off NONARCHIVAL
Rev. 0 Records documentinstudent responses tplacement examinations administerdy the | academic year NON(E)IS:E'ENT'AL
University or its department® determinelevel ofsubject proficiencyand/or to then
authorize students focourse credit opossible exemption from taking a course. Destroy:.
Includes, but is not limited to:
1 CollegeLevel Examination Program (CLEP);
1 Compass Placement Testing (CPT);
1 Mathematics Placement Tests (MPT).
Excludestudent responsefor tests, exams, and other assessments that are administe
aspart of a coursewhich are covered biyapers, Projects and Other Assignments by
Students; Not RetrievedDAN15-06-68811).
15-06-68807 | Grade Confirmation and Class/Rank Reports Retainfor 2 years after end NONARCHIVAL
Rev. 0 Recordglocumentingthe rgportving by }he Registrar of final qua[terly studept grades, of academic quarter NONE)IS:;ENT'AL
AYOf dzRAY3 auddzRSyuaQ NIyl 6AUKAY U0KSANJI then
Destroy.
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7.2 ASSESSMENT/EVALUATION
The activites associated with processing and forming judgments about the quality and extent of student learning.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
15-06-68808 | Gradelnput and Grade Changes Retainfor 6 years after end NONARCHIVAL
Rev.l Records documenting the entry of new and revised quarterly final coursegvades into | of academiauarter NON%SPSRENT'AL
aGdzRSyiaQ | OFRSYAO NBXO2NRaA then
Includes, but is not limited to: Destroy.
1 Grades entered by instructor directly into transcript record,;
1 Grades submitted to Registrar by instructor for subsequent entry into transcriy
record:;
1 Reports of Incomplete.
1506-68810 | a I a (i EhiskesfProjects Retainfor 6 years &er ARCHIVAL
Rev.l Records documenting the culminating thesis or project completed by individual grady 9raduatioridate of last mﬁgﬁg?@;'ﬁ%
studentsto satisfyY | & (i d&@gide #&quirements. attendance oM
Includes, but is not limétd to: then
7 Bound copy of thesis; Transferto Archives for
| Final project€.g.,model, recording, etc.) aneiccompanying written report appraisal and selective
retention.
7. TEACHING AND
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7.2  ASSESSMENT/EVALUATION
The activites associated with processing and forming judgments about the quality and extent of student learning.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
1506-68811 | Papers, Projects and Other Assignments by Studert®t Retrieved Retainfor 1 quarter after NONARCHIVAL
Rev.0 | Records documenting work performed and/or submitted by studémfsifilment of endof academic quartein NON(E)IS:E'ENT'AL
course or degree requirementa/here the student has not retrieved the records after tf Which assignment was
end of the academic quarter graded
Includes, but is not limited to: then
1 Papers, projects, and other assignments Destroy.
I Student responses to exams/tests.
Excludes
1 Ml & G S NA, projacts &hd Srprehensive examinationsvered bya | & (1 S
Theses/Project®AN15-06-68810);
1 Pacement examinations administered to determine level of subject proficienc
and/or to authorize students for course credit or possible exemption from taki
course, covered bxaminations and Answer SheegtBroficiency/Placement or
Credit by Exam (DADN-06-68806.
1506-68813 | Reference Letters Retainfor 2 years after date NONARCHIVAL
Rev. 0 Records documentingeferences/recommendationgrepared by CWU faculty staff of reference NONgIS:fAENTIAL
regardingindividualCNVU students or former students. then
Destroy.
7. TEACHING AND
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7.2  ASSESSMENT/EVALUATION
The activites associated with processing and forming judgments about the quality and extent of student learning.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION

NUMBER (DAN)]

DISPOSITION ACTION

75-10-15064 | Student Evaluation of InstructiofSEOI) Retainfor 5 years after end NONARCHIVAL
Rev.l Records documenting evaluations of the instructor, course and/or overall student lea| Of academic year NON(E)IS:E'ENT'AL
environment, completed by students. then
Destroy.
1506-68817 | Student Internshig ¢ Undergraduateand Graduate Retainfor 6 years #ter NONARCHIVAL
Rev.l Recordslocumentingindividuald G dzR Bitgrishif) practicum, andr cooperative graduatior/ date of hst NONESSENTIAL
educationwork experiencs, including where mandatory to fulfill a degree/certificate | attendance OFM
requirement then
Includes, butisnot limited to: Destroy.
1 Applicationmaterials
1 Supervisiomotes, statistics of service provided each quarter, other paper
generated during the internship year and copies of references written by
supervisors
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7.3  CLASS SCHEDULING

The activites associated with the organization, control and scheduling of classes and examinations for students.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISIE;I;’I\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBERDAN)
75-07-12657 | Scheduling Data

Retainfor 3 years after end

NONARCHIVAL

Rev.2 Records documenting the scheduling of courgeminations, and other events held | of academigyear NON(E)IS:E'ENT'AL
by/at the University, used asraference and/or as a basis for scheduling classes in fut| then
quarters. Destroy.

7. TEACHING AND
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7.4

CURRICULUM DEVELOPMENT

The activites associated with development, approval and review of curriculum.

DISPOSITION

AUTHORITY

NUMBER (DAN)]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

21-02-69624 | Course Materials Retainfor 1 quarter after NONARCHIVAL
Rev.0 | Materials created and used as the basis for the content of a course. end of academic quarter o Eiig'iﬂ@'e-ry
Includes, but is ndimited to: then OEM
1 Rubrics; Destroy.
M Slide decks in formats such as PowerPoint;
1 Notes;
1 Prerecorded audio/visual content (e.g., podcasts, videos);
1 Audio/visual recordings of class sessions (if creaieduding recordings created
through Zoom, Teams, Panopto, and otleenferencing platforms).
1506-68772 | Curriculum/Courses Retainfor 6 years after NONARCHIVAL
Rev. 0 These files contain all information regarding curriculum/course matters (Curriculum | Superseded NONE)IS:fAENT'AL
changes, course additions, deletions, changes; special topics; course propaganda; c{ then
information; enroliments; class schel@s). Destroy.
1506-68771 | Curriculum and Course Proposals (Approiizehied) Retainfor 6 years after end NONARCHIVAL
Rev. 0 Provides documentation dhe planning and development of academic courses and of calendar year NON'(E;%ENT'AL
programs that have been approved. then
Destroy.
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8. LEGACY RECORDS

This section covers records longer being created/received by Central Washington University, but the existing records have not yet reached themminimu

retention period.

AUTHORITY DESCRIPTION OF RECORDS _RETENTONAND | g gnaTioN
NUMBER (DAN]
75-02-09053 | Individual Placement Files Retainfor 30 years after NONARCHIVAL
Rev4 Records compiled by individual Education students/graduates to document their graduatioridate of last NONESSENTIAL
pedagogical training, employment history, and other experiences that have contributg attendance OPR
UKSANI LINBLI N} GA2Y Fa Iy SRdzOF G2 NX» ¢KSg then
request to prospective employers. Destroy.
Includes, but is not limited to:
T Options form designating a confidential or roonfidential file;
1 Student teaching/internship evaluations;
9 Letters of reference.
Note: As of Augus, 2016, no new placement files are being opened.
08-12-61893 | StudentWeapon Logs and Forms Retainfor 6 years after end NONARCHIVAL
Rev2 |wSO02NR& R20dzYSyidAy3a AYRAGARdZ t & dzRSy (| of academic year NON%SPSRENT'AL
Police Department. then
Includes but is not limited to: Destroy.
1 Owneridentification data
9 Description of firearm
1 Recordgdocumentingthe checkout and return of firearm.
Note: As of FalDuarter 2019, the University no longer provides this service.
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GLOSSARY

Appraisal
The process of determining the value and disposition of records based on their administrative, legal, and fiscal estgenéal and informational or
research value; and their relationship to other records.

Archival (Appraisal Required)
Designation for public records that may possess enduring legal and/or historical value and must be appraised by the Suchivesrds are to be
evaluated, sampled, and weeded according to archival principles by Archives staff. Records appraisedrelsivadbrmay be destroyed after thei
retention has been met.

Archival (Permanent Retention)
Designation for public records thabssess enduring legal and/or historical value and must not be destroyed. State government agencies must-
these records to the Archives at the end of their minimum retention period. Local government agencies must either trassfezdbrds to ta Archives
or retain and preserve them according to archival best practice until transferred to the Archives. Other than removirgpasidgliof duplicates, the
Archives will not sample, weed, or otherwise dispose of records with this designation.

Dispasition
Actions taken with records when they are no longer required to be retained by an agency. Possible disposition actionsinsied the Archives and
destruction.

Disposition Authority Number (DAN)
Control number for a specific recordsries in a retention schedule that authorizes a retention period and disposition action for records belonging 1
series.

Essential Records
Public records that agencies must have in order to maintain or resume business continuity or to docuntegraltseanding and rights of individuals an
organizations. While the retention requirements for essential records may range from verytshuorto archival, these records are necessary for .
agency to resume its core functions following a disaster. @gdoackups of these public records should be created and may be deposited witt
Archives in accordance with chapter 40.10 RCW. Copies of master indexes, lists, registers, tracking systems, datalbbsefindimdy@ids should alsc

be transferred \ith the records.
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LocalRecords Committee

Committee established by RCW 40.14.070 to review and approve disposition of local government records through records setesttides. The
I 2YYAGGSSQa GKNBS YSY0oSNRE hefreserdalRv8 eathkr@n tieDffide f the AOrKey General and tieFStat2 yudlitor.

Non-Archival
5SaAdyldiAzy IAGBSYy (2 LWzotAO NBO2NRa (KFd R2 y2i L}austSian thésdz€cbriisdok
the minimum retention period specified by the appropriate current records retention schedule. Agencies should destroy thelseaieotheir minimum
retention period expires, provided the records are not required for litigation, public records requestheoipurposes required by law.

Non-Essential Records
Public records which are not required in order for an agency to resume its core functions following a disaster, as destriptdr 40.10 RCW.

OFM (Office Files and Memoranda)
Public recordshot defined and classified as official public records in RCW 40.14.010 and other documents or records as determinedcbydghe
committee to be office files and memoranda.

OPR (Official Public Recojds
Public records necessary to document transactiatating to public property, public finances, and other agency business, or records determined t
records committee to be official public records.

Public Records

Records that have been created or received by any government agency in Washingtom S@ae@ection with the transaction of public busines
regardless of physical form or characteristics.

Records Series
A group of records performing a specific function, which is used as a unit, filed as a unit, and may be transferredyaddestaouin. A records series
may consist of a single type or a number of different types of documents that are filed together to document a spedidio.funct

StateRecords Committee
Committee established by RCW 40.14.050 to review and approve disposistat@fovernment records. Its four members include the State Archi
and one representative each from the Office of the Attorney General, Office of the State Auditor, and the Office of Nizeragament.
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